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OFFICE HAZARDS

PRINCIPAL STEPS

POTENTIAL HAZARDS

RECOMMENDED CONTROLS |

1. Working with file cabinets

1. Shifting.of weight causing cabinet to
fall

1. Close all drawers of files when not.in_
use to prevent weight of drawers fromr

- causing the cabinet to-fall.

2..Cut, abrasion, or bruise to skin

1. Insure hands and fingers are clear
before opening or closing drawers or
moving metal partitions.

2. Persons involved in activities which
subject the hands to injury shall use hand

_protection appropriate for the hazard.

3. Falls or tripping

1. Keep drawer closed after use.

4. Pinch points

1. Keep hands clear of drawer edges
when closing.

.2.- Use drawer handle and close. slowly.

- 1. De-energize machine before

2. Servicing capier machine 1. Electrical shock
attempting to service.
2. Bumto skin 1. Be familiar with equipment and

manufacturer’s procedures and warnings.

3. Chemical irritation to skin oreyes

1. All handling of harmful chemicals
shall be under the supervision of a
qualified person.

2. Use protective clothing if necessary
and wash any chemical from skin..

4. Becoming entangled in machine by
Jjewelry or extremities

1. Care should be exercised to not wear
loose or dangling jewelry when servicing
machine.

2. Do not attempt to correct malfunction
with hands unless qualified to perform
repairs.

3. Walking from office to
compound outbuildings on
ice, snow, or rain-covered
sidewalks

1. Falls from loss of footing

1. Take necessary steps to clean
sidewalks of snow and ice either by hand
tools, machinery, or chemical thawing
agent.

4. Operating office
equipment

1. Electric shock

1. Make sure outlets and equipment are
properly grounded.

2. Make sure there are no frayed or
damaged cords.

5. Moving furnishings and
equipment

1. Back strain

1. Use proper lifting techniques.

2. Use back support belt while
attempting to lift moderate to heavy
loads.

2. Electrical shock

1. Disengage electrical supply cord
before attempting to move equipment.

3. Pinch points

1. Insure there is adequate clearance
before attempting to move fumishings or
equipment.

2. Be sure of physical abilities and not
attempt job outside employee’s strength.

4. Cuts or abrasions to skin

1. Inspect hand hold locations before
attempting to lift object.





